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Recruitment pack

Senior Partnerships Officer 

JOB DESCRIPTION
Senior Partnerships Officer 

(Temporary Contract – Leave Cover)
PURPOSE OF JOB:
The post holder will work closely with the Executive Director of the organisation on the implementation of ILGA-Europe’s fundraising strategy with non-institutional donors (individuals and private sector), with a view of maintaining relationships and significantly increasing the organisation’s non-institutional donor base, and of ensuring the organisational capacity to attract and to retain individual donors and private sector partners.
This position is a temporary leave cover for the Partnerships Manager. 
Reports to: Executive Director (in the absence of the Partnerships Manager)
Relationships with colleagues
ILGA-Europe values creative and inclusive approaches to work and management that have been achieved through cross-service area working and participation of staff at all levels in the organisation. Staff have line management arrangements and specific key relationships which are detailed in their job descriptions but will also need to work collaboratively with their colleagues in order to achieve their agreed targets and outcomes to the required standards.
MAIN TASKS
Development and implementation of partnerships with non-institutional donors
1. Actively contribute to developing and implementing ILGA-Europe’s fundraising strategies with non-institutional donors to sustain and grow the number or size of individual and corporate donors and donations 
2. Identify potential individual and corporate donors, perform due diligence, propose concrete activities for engagement of donors and prospects (f.ex. sponsorship, employee giving engagement, cause marketing), and implement activities with the purpose of building and cultivating long-term funding partnerships 
3. Maintain and manage existing relationships and administrative procedures with private sector partners and individual donors, as well as charitable giving platforms and crowdfunding platforms. 

4. Monitor the external environment and identify opportunities, challenges, trends and emerging issues in relation of fundraising and resource mobilisation that may impact on ILGA-Europe, and support the Executive Director in developing strategic, innovative and operational responses. 
5. Developing and implmeneting ILGA_Europe’s fundraising communication strategy in close cooperation with the Communications team on developing and implementing ILGA-Europe’s communication and outreach strategy with individual donors

6. Coordinate the organisation of fundraising events, including the annual European Equality Fundraiser
7. Identify opportunities for and maximise the potential of individual donor community fundraising initiatives (e.g. online, via direct mail, streaming, etc.)
Capacity Development of the European LGBTI movement
8. Support the development of capacity building activities to contribute to capacity development on fundraising within ILGA-Europe’s membership (in conjunction with the Programmes team)
9. Monitor and document good practices amongst LGBTI groups at national level related to non-institutional fundraising
Organisational Development  
10. Build organisational capacity on individual donor fundraising, to enable active participation of staff in fundraising activities
11. Oversee the development and management of a fundraising system (such as databases and donation portals), in collaboration with the Finance and Administration Team, to ensure effective accounting, management and reporting of donations
12. Develop reports for individual donors and private sector partners, and other materials needed for fundraising in collaboration with the Communications Team
13. In conjunction with the Executive Director, develop and implement effective communication systems that ensure the timely flow of information within the organisation and that facilitates cooperation and consultation with other staff and with ILGA-Europe members
General
14. Develop a strong working knowledge of all ILGA-Europe programmes and advocacy priorities 
15. Work collaboratively as part of the ILGA-Europe staff team in ways that achieve agreed goals and objectives
16. Actively participate as a member of the wider ILGA-Europe team with other employees and Board members, to  promote and achieve ILGA-Europe’s objectives 
17. Ensure that all activities are carried out with full regard to ILGA-Europe's policies on diversity and equal opportunities
18. Ensure compliance with such laws and regulations as may be applicable to the operations of the fundraising and outreach work 
19. Prepare reports, discussion papers, briefs and other appropriate documents for meetings of the executive board, annual conference and other internal meetings
20. Undertake all duties in compliance with health and safety regulations and legislation
21. Undertake other duties that may be reasonably required from time to time.
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